QFFICE OF THE SECRETARY QF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
] RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on compieting this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

@ APPLICATION FOR RECORDS RETENTION SCHEDULE

Attention: Scheduling Section, 8EbSo3 -0 4 ) ; .
FOR AGENCY USE | 1. Agency Addrass ] FOR RECOADS MANAGEMENT USE
Application Date lﬁeorgia Department of Education Application Number
Office of Evaluation and Personnel : 88 —2_ 8

Development, Assessment Division
Student Assessment and Test Development
Suite 1870 Twin Towers East, Atlanta, GA.JMAY 31988 | 7

Appiication Number Dete Received ‘Date Completed

2. Person to Contact Wo_rking Title Telephone Number
Stan Bernknopf . Director 656-2661

3. Action Requested
a. X Establish Retention Schedule; record will continue to accumulate.
b. (O Dispose of present accumulation; no further accumulation anticipated.

c. [J Amend ApplicationNo. .. Check One: 3 Change; O Supercede: 0} Void

4, Dates of Series 5. Records Series Title (followed by title used in office: if different}
Earliest Latest
1971 | Current Test Score Summaries for ITBS(Iowa Test of Basic Skills)
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Student Assessment and Test Development Unit is responsible for administering a program
of assessment involving all public schools and students in all grades K-12, except Grade 5.
Their vital role of assessment for accountability in the educational process was recognized
by the Georgia General Assembly in 1974 APEG Tegislation and 1985 QBE(Quality Basic Education
legislation. Beginning in 1971 the Student Assessment Unit was responsible for administering
the norm-referenced and criterion-referenced tests and providing information to students,
parents, educational decision-makers, including teachers, local administrators, state
administrators, the General Assembly, State Board of Education and the general public. Test
data is used for diagnosing needs of individual students, communicating with parents and
teachers, evaluating curriculum and instruction allocating funds for remedial education,
services and staff and evaluation of the progress of each school and system in the state.

Student Assessment is also resgonsible for deve]ogin? tests, anal zing and dissemina%jng data
and providing staff development to local school staff, state staff and developing poficies. .

7. Record Series Description This file contains the following documents {include form numbers and titles, if any):
Attach samples of the file.

Documents refating to: Average Test Scores for ‘the ITBS({Iowa Test of Basic Skills) given once a
year to Grades 2, 4, 7 and 9[TAP-Test of Achievement and Proficiency]. Test Scores are
provided by Riverside Publishing Company. : _
Included are:  Average Test Scores for each individual school and school system in the State of]
Georgia.

File is arranged: Chronologically by School Year, Alphabetically by School System, thereunder
alphabetically by individual school.

8. Monthly Referencs Rate How often are records referred to which are:’
One to six months old .._.L: Seven to twelve months old 20 _: Thirtsen to twenty-four months old L
twenty-five months and older 2 ?
8. Annua! Rate of Accumulation of Records
. Letter-size drawers — 1 :lLegalize drawers —_—— i Shelves ____; Other (specify)
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3. 1S IS INE OTTICIAl Copy Of the series?

X M not, where is it?
X b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation,
X . |s this a vital record?
X d. Does this series have historical or long term research value? i 7
2. When one or two documents in the file make it necessary to keep the entire file for aﬁlong period, could these
X _documents be scheduled separately? ,
X f, 1s the inf ion contained in thig seri r oublished? |f i
g. Is the information coqltained in this series ever analyzed and/or recbrded .i." a surnr.nafized report? . .
X If ves, attach copy, "otudent Assessment Annual Summary" and "Student Assessment inGeorgi
h. Is there a duplication of this series in your office, or in another office or agency?
X If ves, where? Local School Systems
X* i, s this series (or a maior portion of it) reqularly microfilmedOnly early program years - 1972-1976)
X i._Does the record series resuit in a computer printout?

11. Retention Requirements The following reqguires the series to be kept:
a. State Law years, d. Audit period 3 years.
b. Statute of limitation years, e, Administrative need years,
c. Federal law - years. f. Federal retention instructions years.

Axtach copy or excert of laws or regulations. Explain administrative need.

Other Department Sections such as Compensatory Education, Special Education, Chapter I
and Curriculum Services analyze statistics to establish program needs. Records also
are open to the public for research. '

12. Apgproved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
' O Calendar Year; O Fiscal Year: X1 Other School Year * then,

(*8/15/yr thru 8/14/yr)

& Hold in the current filesarea —_____monthls) 5 year(s); then
O Transfer to locsl holding area; hold —_______ year(s); then
O Transfer to State Records Center;hold _____year{s); then
O Destroy.
Transfer to State Archives for permanent retention.

[0 Other {Specity)

These instructions apply to all prior and future accumulations of the series.

Date Records Management Officer (Signature} Date
N . I ot
/¢542ﬁ4éé7 \K:c,fab f% oloz 1{[55 88
State Records Commitiss (Signature) Date
Recommendations in para-
graph 12 are approved. State Auditor/Designee
(If disapproved, attach letter
of explanation.) Secretary of State/Designes
Attorney Generai/Designee
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